
@ APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Deoartment of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia. 30334. I 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORV 

RECORDS MANAGEMENT DIVISION 

Attention: Scheduling Section. B q b ? - z 4 - O /  
FOR AGENCY USE 1. Agenq  Address FOR RECORDS MANAGEMENT USE - 

npplisation h e  ~ Department of Administrat ive Services Awl8satm Number 

Purchasing and Surplus-.Property D i v i s i y  .I 8 9 - 0 4 !  
Date R e c e d  Date Completed 

200 Piedmont Avenue, Sui te 1302 West 
Atlanta, Georgia 30334 . 24 u89 1 !JUH 2 6 1989 

APpli&n Number 

2 Person to Contact Working Tide Talephone Number 

4. Dates of Series 
Earliest Latest 
1983 1 Continuing 

- 

- 
7. Record Series Description This file contahs the following documents (include form numbersand titles, if any): 

Attach samples of the file. 

5. Records Series Tkle (followed by title us?d in office; if different) 

Request'fcr B i d  Proposals 

Documents relating to: 

Processing o f  a Request Proposal F i l e  
lnduded are: 

Contract copy, purchase order, purchase order corrections, attachments, technical and cost proposals from 
vendors, request for  proposals from vendors, request for  proposal document. o f f e r o r ' s  'conference minutes, 
purchase requis i t ion,  legal  advertisements. b i d  l i x s ,  and any correspondence r e l a t i v e  t o  the f i l e .  These 
f i l e s  w i l l  a lso include any anendments, changes, corrections, renewals t o  contract. 

File is arranged: 

Numerically by RFP number. -. . 
8. Monthly Referena Rate 

One t o  six-months old 
twenty-five months and older * 7 * Infrequently 

9. Annual Rate of Accumulation of Rccordr 
Lettersize drawers ; Legalsize d r a m s  ;Shelves ;Other lwecify) 

How often are records referred t o  which are: 
* ; Seven to twdve months old * ; Thirteen to twenty-four months old * 

. -  - 

-- 20 Boxes 

_- 
A m  C n  7 .  n" 7-  In.-> 



;i 
xx 
xx 
xx 

1. Rcte 

a. I s  this the official copy of the series? 

b. Doer the series contain confidential information requiring security handling? If  yes, site law or regulation. 

c. Is  this a vital record? 
d. Does this series have historical or long term research value? 
e. When one or two documents in the file make it m a r v  to keep the entire f i b  for a long period. could these 

documents be schedu led semratelv? 
f. I s  the information contained in this series ever oublished? If yes. a n a d  cow. 
9. 1s the information contained in this series ever analyzed and/or remded in a summarized report? 

If ves. a n a d  mbv. 
h. Is *ere a duplica!j,enof .this seri!s in your office, or in another office or agent77 

If ves. where? 

I.  Does t heiesord series result i nac- ? 

i. Is  tt,is series lor a major nor? 

I f  not. where is it? 

m w  . .  ' filmed? 

:ion Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation 6 y e a r r .  e. Administrative need &-myears. 
L Federal law years. f. Federal retention instructions years. 

Attach copy or exert of laws or regulations. Explain administrative need. 

! - 
12. Approved Diqmsition Instrunions This agency recommends that the file series be cut off a t  the end of each: 

0 Calendar Year; 0 Fiscal Year; plI Other - . en,"% 
.. , 

' 5  'a 'I" 
b-1s-& 

Hold in the current files area 3. monthk) yeark); then 
0 Transfer to local holding area; hold 
&Transfer to State Records Center; hold --b yeark); then 
#Destroy. 
0 Transfer to State Archives for permanent retention. 
I$ Other ISpecify) 

Hold in active f i l e  until contract i s  terainakd; then transfer to  inactive file;? 
cut off inactive f i l e  a t  the end of each quartpr, hold in current f i l e s  area 3 mo$@ns, 
transfer to State Records Center, hold 6 years- then destroy. 

yearls); then 

m 
9 

** Change in dlsposition instructions approved by George Holmes, Assistant Director. 

These instructions apply to a l l  prior and future accumulations of the series. 

Recommendations in para- 
graph 12 are approved. 
Ilf dkapmwd, aredr letter 
of explanati0n.J 


